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ABSTRACT 

This guide was developed as a "how to" training 
device for merging datalDase and word processing files using 
Appleworks and the Apple He computer with a Duodisk or two disk 
drives. Step-by-step directions are provided for transferring the 
database file, printing the file, moving to the word processor file, 
and merging documents. Also incJ^^ed are directions for altering the 
width of the database information. For each step, a diagram of the of 
the screen display is included. (GL) 
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I NTRODUCT I ON 



"Herging Data Base And Word Processing Files Using ApppleWorks 
VI .3 And The ^ple He Conqputer" was develc^ed for use as a "how to* 
training device. It can be used with Apple He con^uters which have a 
Duodisk or two disk drives. Its development was accomplished using an 
Apple Duodisk drive, 5 1/4" floppy disks, and the 1.3 Version of the 
AppleWorks program. The pictures one sees in the Figures of this 
document are those that will be seen when VI .3 of the AppleWojrks 
program is used to merge data base files into word processor files. 
Generally, other versions of the AppleWorks y/rogram, as well as the 
smaller disk cta^ivee presently available on the market, may be used in 
conjunction with the document. If the document is to be used as it 
was intended at the time of development, users must have the fol Towing 
items available to them: 

1. Apple ILle computer. 

2. A Duodisk or two disk drives. 

3. AppleWorks startup and AppleWorks program disks « These items 
may be located on opposite sides of the same computer disk. 

4. One data disk upon which is stored, a word processor and a 
data base file. 

If this document is to be used as it was intended, users must know 
how to: 

1. Turn on the computer. 

2. Bring word processor and data base files from a data disk to 
the computer desktop. 

After using this document,- Apple lie computer operators should be 
able to use AppleWorks VI. 3 to transfer data base files into word 
processing documents. Additional guidance in this regard may be found 
in the AppleWorks program manual ^ich accompanies the purchase of the 
program. Manuals are also available from many bookstores. 

Mistakes found in this document are our^s. 



RMS 
DSS 



p 
s 

01. 
02. 



DIRECTIONS 

File Loading . Bring the data base file and the word processing 
file with which you wish to work to the desktop. 

Transferring Th^ Data Base File . 

a. Selecting the data base file. ' 

<1> Press the OPEN-APPLE and the "Q" (quick switch) keys at 
the same time (see Figure 1>. 



Filet None 



Main Menu 



Add Files 



AppleWorks files 
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APPLEWORKS FILES 



Desktop Index 


1. 


LIBRARY. INST. 


WP 


2. 


DOC. LIBRARY. 03 


DB 



Escape: Main Menu 
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Figure 1. The Monitor Screen Showing The Quick Switch Function. 



(2> Using the DOWN-ARROW key if necessary, highlight the 
data base file. 



(3> Press the RETURN key once, 
a data base 



file. 



Figure 2 shows an axample of 



File: DOC. LIBRARY. 03 
Selection: All records 



REVIEW/ADD/CHANGE 



Escape: Main Menu 



DOC. N DOC. T KEY WORD SUBJECT TITLE AUTHOR DATE DISK NO DOC. FORM DOC. RCVR/US 



00001 WP 

00002 VP 

00003 WP 

00004 WP 

00005 WP 

00006 VP 

00007 WP 

00008 WP 

00009 WP 

00010 WP 

00011 WP 

00012 WP 

00013 WP 

00014 WP 

00015 WP 



Training 
Training 
Training 
Training 
Training 
Training 
Training 
Training 
Training 
Training 
Training 
Training 
Training 
Training 
Training 



FESEC S 

Coonuni 

Coamini 

Inst rue 

Human R 

Safety 

Safety 

Safety 

Safety 

Safety 

Safety 

Records 

Lesson 

Trainin 

Trainin 



Instr 
Radio 
Messa 
Lesso 
HR/Ci 
Gener 
Elect 
Motor 
Fueli 
Power 
Prote 
Recor 
Use o 
FESEC 
FESEC 



Schlen Sep 
Schlen Sep 
Schlen Sep 
Schlen Sep 
Schlen Sep 
Schlen Sep 
Schlen Sep 
Schlen Sep 
Schlen Sep 
Schlen Sep 
Schlen Sep 
Schlen Dec 
Schlen Dec 
Schlen Dec 
Schlen Dec 



000001 
000001 
000001 
000001 
000001 
000001 
000001 
000001 
00000 i 
000001 
000001 
000002 
000002 
000002 
000002 



Instruct i 
Lesson Fl 
Lesson PI 
Lesson PI 
Lesson PI 
Lesson PI 
Lesson PI 
Lesson PI 
Lesson PI 
Lesson PI 
Lesson PI 
Letter 
Letter 
Letter 
Letter 



LORSTA^s 
LORSTA^s 
LORSTA^s 
LORSTA^s 
LORSTA^s 
LORSTA^s 
LORSTA^s 
LORSTA^s 
LORSTA^s 
LORSTA^s 
LORSTA^s 
LORSTA^s 
LORSTA^s 
LORSTA^s 
LORSTA^s 



Type entry or use Q conmands 



Q-? for Help 



Figure 2. The Monitor Screen Showing An Example Data Base File. 

b. Printing The Data Base File. 

<1> Press the OPEN-APPLE and the "P" keys at the same time 
(see Figure 3> . 



File: 00C»LIBRARY.03 
Report: None 



REPORT MENU 



Escape: Review/Add/Change 



1. Get a report format 

2« Create a new tables" format 

3. Create a new labels" format 

4. Duplicate an existing format 

5. Erase a format 



Type number » or use arrows, then press Return 17K Avail 



Figure 3* The Monitor Screen After Selecting The Print Option* 

<2> Use the ARROW key if necessary to highlight the "Create 
a new tables format." 

<3> Press the RETURN key once« Your monitor screen should 
appear similar to the picture shown in Figure 4« 



^sf Fll«i DOC* LIBRARY. 03 
Report: None 



NAME THE NEW REPORT 



Escapes Report Menu 



Type a name for the report: 18K Avail 



Figure 4, The Monitor Screen After Selecting The Create Tables 
Option* 

<4> Type a name for your report* An example ig provided in 
Figure 5. 



Flies DOC. LIBRARY. 03 NAME THE NEW REPORT Escape: Erase entry 

Report: None 



Type a name for the report: LIBRARY 18K Avail 

Figure 5. The Monitor Screen Showing An Example Report Name. 
<5> Press the RETURN key once (see Figure 6). 
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Filsi DOC. LIBRARY. 03 
Report: LIBRARY 
Selection: All records 



REPORT FORMAT 



Eaoape: Report Menu 



— > or < — Move cursor 9-j 

> 9 < Switch category positions 9-K 

— > 9 < — Change column wMth 9-N 

9-A Arrange (sort) on this category 9-0 

.9-D Delete this category 9-P 

9-6 Add/remove group totals 9-R 

9-1 Insert a prev. deleted category 9-T 



Rlfl^t Justify this category 

Define a calculated category 

Change report name and/or title 

Printer options 

Print the report 

Change record selection rules 

Add/remove category totals 



DOC. NOs 

-A 

OOOOi 
00002 
00003 



DOC. TYPE: 

-B 

WP 
WP 
WP 



KEY WORD: SUBJECT: TITLE: AUTHOR: D 

-C D E F 

Training FESEC Std Tn Instructions Schlenker S 
Training Communicatio Radiotelepho Schlenker S 
Training Communicatio Messages Schlenker S 



Use options shown above to change report format 



More > 

17K Avail . 



Figure 6. The Monitor Screen Showing The Report Name Entered. 

<6) Press the OPEN-APPLE and the "P" keys at the same time 
(see Figure 7). 
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PiUi DOC.LITOARY.Oa PRINT THE REPORT Eso«p«r. Report Format 

Report: LIBRARY 
Select ion t All records 



Where do you want to print the report? 

1. Apple DMP 

2. ImageVriter 

3. EPSON 

4. The screen 

5. The clipboard (for the Word Processor) 

6. A text (ASCII) file on disk 

7. A DIP (TM) file on disk 

Type nJomber, or use arrows, then press Return 17K Avail 



Figure 7. The Monitor Screen After Selecting The Print Function A 
Second Time. 

(7) U&e the DOWN-ARROW key and highlight the, "The clipboard 
(for the word processor)" option. 

(8) Press the RETURN key once (examine Figure 8). 



riUi OOC. LIBRARY. 03 
'4 Report: LIBRARY 
; Select ion t All records 



PRINT THE REPORT Escape: Restore former entry 




Type report date or press Return: j7K Avail 

Figure 8. The Monitor Screen After Selecting The Word Processor 
Option. 

(9) Type today's date (see Figure 9). 



rilet DOC. LIBRARY. 03 
Svportt LIBRARY 
8*l«etionx All records 



PRINT THE REPORT Escape: Restore former ent^'y 



ssszEssscEsraBaic 



Type report date or press Return t 89JUN1S 17K AvauT 



Figure 9. The Monitor Screen Showing The Date Typed. 
<10) Press the RETURN key once. 

<11> Examine your monitor screen and compare it with the 

picture provided in Figure 10. You should see a message 
telling you the your document has been printed to the 
clipboard. This is your cue that it ia time to move 
from the data base file an into your word processor 
f i le. 




illl IXlC«LIIIRARy^03 PRINT THE REPORT Encap©; Report Format 



pbrtt LIBRARY 
iifleetlont All records 



The report is now on the clipboard, 
and can be moved or copied into Word 
Processor documents « 



^^ftress Space Bar to continue 29K Avail 



S v Figure 10* The Monitor Screen Showing The Printed To The Clipboard 
^^r^ Message « 

J > : c. Moving To The Word Processor File. 



(1) Press the OPEN-APPLE and the "Q« (quick switch) keys at 
the same time Csee Figure 11). 
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4!: rile I OOCXIBRARY.Oa 



Report: LIBRARY 
:i3e lection I All records 



PRINT THE REPORT 



Escape; Main Menu 
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I 
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Desktop Index 



1. LIBRARY. INST. WP 

2. DOC. LIBRARY. 03 DB 



Type Humbert or use arrows, then press Return 



17K Avail 



Figure 11. The Monitor Screen Showing The Quick Option Energized^ 

(2> Use the ARROW keys to highlight the word processor 
document into which you are merging your data base 
document. 

<3> Press the RETURN key once. Your word processor file 
should appear on the monitor screen (see Figure 12>. 
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ftl*! LIBRARY. INST. REVIEW/ADQ/CHAN6E Escapes Main Menu 

DOC. NO. 00021 "" ~~ ™ 



■ 



^DOCUMENT LIBRARY USE INSTRUCTIONS" 

-INTRODUCTION* , 

There are at least two purposes for the construction 
and .use of a document lilx>ary with personal conputer 
idbounents. They aret (1> to serve as a running record of 
idoeuMnts you have constructed, and; (2> to provide an easy 
i^fiiwans by which a particular document or category of 

lEioeuawnts jnay be retrieved, scnetime after they have been 
iCcnpleted, for further examination, modification or the 
like. 

The library, whose ccHistruction is discussed below, 
ruses the Appleworks program and the Appleworks database 
-subprogram. The document library includes the following ten 
categories; DOC. NO; DOC. TYPE; KEY WORD; SUBJECT; TITLE; 
AUTHOR; DATE; DISK NO; DOC. FORM and; DOC. RCVR/USER and is 

Type entry or use 9 coranands Line 1 Column 1 a-? for Help 

FiQMre 12, The Monitor Screen Showing The Word Processor Document. 

d. Document Merging Process. 

<1> Use the ARROW keys and move the cursor to the location 
where you want the data base file to be located. 

(2> Press the OPEN-APPLE and the "H" keys at the same time 
(see Figure 13>. 
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filet ^ LIBRARY. INST^^ ^ KOVE TEXT Escape t Review/Ado/Change 

jdocunent number* then the drita disk ntunbera should have at 
Hast oiie. numeral more or less. Following this suggestion, 
:the first data disk in the library might be numbered either 
pool or OOOOOi. You will see the reason for this when you 



^DOCIMIHTS IN THE LIBRARY-^ 



***** docuoent titled, "LOCATING* 

^^v*DOai»aaiT form CDOC, K'ORMO*: The document form -idlcates 
iihether the document is a Itftter, Rapidraft, m«no, 
: instruction* lesson plan ard so on. 

"OOCUNENT RECEIVER/USER (DOC. RCVR/USER:)-^: The document 
ll^ruser or receiver is the person or people the Author intended 
t to have receive and or use the document. Some examples of 
^people who might fall into this category are; All Hands, 
/Petty Officer Jones, ecv, G-PO-3, D14Ceee> and so on. 



Move Text? Within document To clipboard <cut> From clipboard Cpaste) 



FlflMre 13. The Monitor Screen After Selecting The Move Option. 

<3> Use the RIGHT-ARROW key to highlight the, "From 
clipboard (paste)" option. 

<4> Press the RETURN key once. Your data base file should 
have moved into the location where your cursor was set 
(see Figure 14). 
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g %n> » ^ U BRAHY , ^WST , ^ ^ REVIBW/ADD/CHANGE Eaoapei Main Menu 

#i^:cfecuinent number, thcri th* data disk numbers ^ould have at ' 
|; J^ast one numeral more or less. Following this suggestion, 
l%the first data disk in the library might be numbered either 
^^01 or 000001. You will see the reason for this when you 
,^:^|;«ad the section of this document titled, "LOCATING* 
p*DOCUMENTS IN THE LIBRARY" 

0i\^t D0C.UBRARY.03 

Page 1 
Report: LIBRARY 

e9JUNi5 » 

DOC. DO XBY W0R9 SUBJECT: TITLE: AUTHOR DATE: 

iJIISK N DCX;. FORM DOC. 

%OpOOi WP Training FESEC Std Tn Instructions Schlen Sep 8 
^OOOOOl Instruct 1 LORST 

■^90002 WP Training Comnunlcatlo Radlotelepho Schlen Sep 8 
:OQ0001 Lesson PI LORST 

:0p003 VP Training Communlcatlo Messages Schlen Sep 8 

Type entry or use Q comnands Line 37 Column 1 9-? for Help 



Figure 14. The Monitor Screen After Moving The Data Base File From 
The CI Iptoard. 

<5> If your data base file is so large that it wraps around 
on Itself, not fitting in the available space, proceed 
to STEP 03} otherwise. Jump to STEP 04. 

03. Altering The Width Of The Data Base I nformation . 

a. Using the ARROW keys, move the cursor to the row immediately 
above the beginning of the data base information. 

b. Press the OPEN-APPLE and *0* keys at the same time (see 
Figure 15). 
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iriUx^LIBSMey.IHST. printer options Escape: Review/Add/Change 

idbcument nunbert then the data disk numbers should have at 
'^^"^ieast one numeral more or less. Following this suggestion, 
the first data disk in the library might be numbered either 
ilOOl or OOOOOl* You will see the reason for this when you 
read the section of this document titled, "LOCATING" 



DOCUHENTS IN THE LIBRARY^ 



iFilet DOC.LIBRARy 

Page 1 
iReportt LIBRARY 

89JUN15 
FW^.O LM-l.O 



Option: 



PWs Platen Width 
rXJirteft Margin 
imt Right Margin 
:!CIi Chars per Inch 
Pit Proportional-1 
:P2t Proportional -2 
IHt Indent 
JU: Justified 



.09 



RM« 

UJ: 
CN: 
PL: 
TM: 
BMi 
LI: 
SS: 
OS: 
TS: 
HP: 



1.0 CIslO JU 
Unjustified 
Centered 
Paper Length 
Top Margin 
Bottom Margin 
Lines per Inch 
Single Space 
Double Space 
Triple S^ace 
New Page 



PL« 11.0 TM«0 . 0 BM«2 . 0 
6B: Group Begin BE: 
6E: Group End -fB: 
HE: Page Header -fE: 
FO: Page Footer -B: 
SE: Skip Lines -E: 
PN: Page Number UB: 
PE: Pause Each page UE: 
PH: Pause Here PP: 
SH: Set a Marker EK: 
BB: Boldface Begin 



LIe6 SS * 
Boldface End 
Superscript Beg 
Superscript End 
Subscript Begin 
Subscript End 
Under 1 ine Begin 
Underline End 
Print Page No. 
Enter Keyboard 



Figure 15. The Monitor Screen After Selecting Word Processor Pr^nt 
Options. 

c« Altering The Left Margin. 

<1> Type, "LM." 

(2> Press the RETURN key once. 

<3> Type, "CS". 

<4> Press the RETURN key once. Examine your monitor screen 
and Figure 16. 
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fiUl^LIBRARy.ZHST. ^ ^ PRINTKR OPTIONS 

X least one numeral more or less« Following this suggestion^ 
the first data disk in the library might be numbered either 
0001 or 000001. You will see the reason for this when you 
read the section of this document titled, "LOCATING" 
"DOCUMENTS IN THE LIBRARY" 

--^ Left Margin: 0.5 inches 



Escape I Review/Add/Change 



File: DOC.LIBRARY. 

Page 1 
Report: LIBRARY 

89JUN15 
PW-8-0 tM«0.5 
:Pbtlon: 
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:FV: Platen Width 
LH: Left Margin 
RN: Right Margin 
CI: Chars per Inch 
PI: ProportlonaI-1 
P2: Proportional -2 
IN: Indent 
JU: Justified 



RM»1.0 CI-10 JU 
UJ: Unjustified 
CN: Centered 
PL: Paper Length 
TM: Top Margin 
BH: Bottom Margin 
LI: Lines per Inch 
SS: Single Space 
DS: Double Space 
TS: Triple ^ace 
NP: New Page 



PL- 1 1 . 0 TM«0 .0 BH= 2 . 0 

GB: Group Begin BE: 

GE: Group End *i*B: 

HE: Page Header -i-E: 

FO: Page Footer -B: 

SK: Skip Lines -E: 

PN: Page Number UB: 

PE: Pause Each page UE: 

PH: Pause Here PP: 

SM: Set a Marker EK: 
BB: Boldface Begin 



LIb6 SS' 
Boldface End 
Superscript Beg 
Superscript End 
Subscript Begin 
Subscript End 
Underl ine Begin 
Underline End 
Print Page No. 
Enter Keyboard 



Figure 16. The Monitor Screen After Changing The Left Margin To 0.5 
Inches. 

<5> Type, -RM." 

C6> Press the RETURN key once. 

<7> Type, -O.S-. 

<8> Press the RETURN key once. Examine your monitor screen 
and Figure 17. 



17 



thm first data disk in the library miflfrit be numbered either 
|> 0001 or 000001. You will see the reason for this when you 

read the section of this document titled, ""LOCATING" 
I;, "DOCOMENTS IN THE LIBRARY" 

;f:* Left Margin: 0.5 inches 

Right Margin: 0.5 inches 

UlFileJ DOC. LIBRARY. 03 
Page 1 

m^octt LIBRARY 
f >^ 89JUM15 
i?S : PW«8.0 LM-O.S 
1^ Optloni 

fe^lPWi Platen Width 
]^JMt Left Margin 
1^' RN: Right Margin 
P>^:.'Clt Chars per Inch 
?^ :P1j Proportional-1 
P2: Proportional -2 
& IN: Indent 
>^ JO: Justified 



Figure 17. The Monitor Screen After Changing The Right Margin To 0.5 
Inches. 



RM«0.5 CI>10 JU PL«1 

UJ: Unjustified 6B: 

CN: Centered 6E: 

PL: Paper Length HE: 

TM: Top Margin FO: 

BH: Bottom Margin SK: 

LI: Lines per Inch PN: 

SS: Single Space PE: 

OS: Double Space PH: 

TS: Triple Space SM: 

NP: New Page BB: 



1.0 TM«0.0 BM«2.0 
Group Begin BE: 
Group End -fB: 
Page Header -fE: 
Page Footer -B: 
Skip Lines -E: 
Page Nunriber UB: 
Pause Each page UE: 
Pause Here PP: 
Set a Marker EK: 
Boldface Begin 



LI=6 SS' 
Boldface End 
Superscript Beg 
Superscript End 
Subscript Begin 
Subscript End 
Under 1 ine Begin 
Under 1 ine End 
Print Page No. 
Enter Keyboard 



v9> Press the ESC key once. Your monitor screen should 
appear similar to the picture shown in Figure 18. 



^;^ Fl«et LIBRARY. INST. 



^ ^ ^ ^ REVIEW/ADD/CHANGE 

document number, then the data disk numbers should have at 
least one numeral more or less. Following this suggestion^ 
the first data disk in the library might be numbered either 
0001 or OCOOOl. You will see the reason for this when you 
read the section of this document titled, "LOCATING* 
^DOCUMENTS IN THE LIBRARY* 



Escape: Main Menu 

sa I SBss I sets 



00C.LIBRARY.03 



? filet 
Page 1 

l?* Jieport: LIBRARY 
l:i 89JUNIS 

'c^iiOC. DO KEY WORD SUBJECT: 
IP FORM DOC. 



TITLE: 



AUTHOR DATE: DISK N DOC. 



OpOOl WP Training FESEC Std Tn Instructions Schlen Sep 8 000001 
vinstructi LORST 

00002 WP Training Communicatio Radiotelepho Schlen Sep 8 000001 
Lesson PI LORST 

00003 WP Training Communicatio Messages 



Schlen Sep 8 000001 
Line 88 Column 1 g-? for Help 



Type entry or use 9 comnands 



Figure 18. The Monitor Screen After Exiting The Print Option 
Function. 

<10> If you do not see left and right margin information 

printed on ths screen, press the OPEN-APPLE and the "Z" 
keys at the same time. 

'11> Move the cursor to the row directly following the last 
data base informatiom. 

<12> Press the OPEN-APPLE and the "0" keys at the same time 
and using the same procedure as you used to make the 
margins narrower, restore each margin to 1 inch. 

<13> Press the ESC key. Your monitor screen should now 
appear similar to the exanqple shown in Figure 19. 
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|>fU*» LIBRARY. INST. REVIEW/ADD/CHANQE Escape: Main Menu 

• 1 I «««»« I »««« I >r.is« I «««« J ssats | a>«sa: | ssas | ssa= | ssss | | | | xsss 

"c]p.0pl2 WP Training Records Records of T Schlen Dec 6 000002 

«|,X>i».tter LORST 
ty:«!pOt3 WP Training Lesson Plans Use of Stand Schlen Dec 7 000002 
?^&»tter LORST 

||jb00l4"' WP Training Training Gui FESEC LORSTA Schlen Dec 19 000002 
-*;t«tt«r LORST 
00015 WP Training Training Gui FESEC LORSTA Schlen Dec 21 000002 
ILetter LORST 



^DOCUMENT FORM <DOC. F0RMO*j The document form indicates 
vfhether the document is a letter, Rapidraft, memo, 
instruction, lesson plan and so on. 

* DOCUMENT RECEIVER/^SER < DOC. RCVR/USERO'^ J The document 
user or receiver is the person or people the Author intended 
to have receive and or use the document. Some examplrs of 
people who might faH into this category arei All Hai s, 
Petty Officer Jones, ecv, G-PO-3, D14<eee) and so on. 

type entry or use 9 commands Line 130 Column 6 a-? for Help 



Figure 19. The Monitor Screen Showing The Altered Data Base 
Information. 

04. Additional h*>1p. If you need additional help altering your 

file, press the OPEN-APPLE and the keys at the same time and 
or consult the AppleWorks instruction manual that accompanied the 
program v^en it was purchased. 
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